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Job Title: Dental Program Coordinator
Holland Free Health Clinic is seeking an individual to coordinate our thriving dental program which provides free care to local underserved adults.  We are a small non-profit health ministry that relies on the partnership of volunteer health providers to achieve our mission. 
Our mission is to express the healing ministry of Jesus Christ by facilitating access to health care for those in need. Our purpose is to ensure access to health services for the underserved, providing free care with a holistic approach that addresses needs of the mind, body, and spirit.
Position Summary: 
The Dental Program Coordinator will have extensive experience as a dental assistant. They will manage daily activity and deliver quality oral health services to new and existing patients. They are effective working individually and as part of a team to provide leadership and consistent communication to a large group of volunteers dedicated to ensuring access to care for those in need. 
Responsibilities include but are not limited to the following:
Program Coordination
· Recruitment, scheduling and retention of volunteer dentists, hygienists, assistants, and administrate support volunteers. 
· Maintaining dental supplies and inventory

· Overseeing sterilization and infection control practices
· Scheduling patient appointments, charting, database entry, and reporting 
· Billing Medicaid for services and tracking reimbursement 
· Short and long term planning to ensure sustainability of services
· Ongoing evaluation of standards and quality of care

Working Relationships: 

· Reports to the Executive Director
· Interaction with the Board of Directors, related committees, external groups, and coalitions 
Qualifications:

· Experience in a clinical dental setting

· Excellent oral and written communication skills, beneficial to be bilingual in English and Spanish
· Competency in computer skills and dental software (Dentrix)
· Experience with Medicaid billing process
· Support of the mission of Holland Free Health Clinic, a Christian health ministry
Additional:
· Compensation commensurate with experience
· 30-40 hours per week with flexibility for the ideal candidate
· Occasional evening or weekend work for special events, training, and conferences
Qualified candidates may send a resume and cover letter to mail@hfhclinic.org by Friday July 27. 

Holland Free Health Clinic is an equal opportunity employer. 
